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SUBJECT: Tenant Improvement Project Management Support 

1. 	 Purpose. This Realty Services Letter (RSL) issues policy that provides criteria to 
assist regional managers in making decisions regarding the level of post-award 
construction and technical support activities needed for differing types of lease 
projects. 

2. 	 Background. 

a. 	 In 2005, Office of Inspector General (IG) conducted an audit of leases to 
assess whether PBS effectively manages the tenant improvement (TI) 
process in leased space. Their findings are reported in the Review of 
Tenant lmprovement Process Audit 

b. PBS agreed with the findings and committed to a multi-step corrective action 
plan to better manage the TI process in leases. This RSL implements the 
following action items: 

Recommendation d, Step d: 

Need to coordinate a national policy with that will help regional 
management make decisions regarding lease TI project management support. 

U.S. General Services Administration 
1800 F Street, NW 
Washington,DC 
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The policy will contain guidelines as to issues regions need to consider when 
allocating resources to support the management phase of 
lease projects (size, complexity, availability of local GSA associates 

contractors, etc.) 

c. 	 In addition to the audit findings, in 2006 Solutions Development conducted 
peer reviews of 120 leases across all regions. Of those leases reviewed, 49 
percent did not contain evidence of project management activities or of technical 
support by qualified personnel. 

d. In many leases, the tenant improvement (TI) costs exceed the agency's tier 
allowance, and we collect an additional four percent project management fee for 
those excess Tls. The Ordering Officials Survey also contains comments from 
agencies indicating they feel they did not receive value for the fee. 

e. 	 In addition to providing our customer agencies with the expected services for the 
fees they pay, we recognize that our leases are an ever-increasing portion of our 
inventory. By providing the appropriate level of technical support during 
construction of tenant improvements, we reduce the risk of customer complaints 
due to poor construction and building performance during the lease term. We 
reduce the level of effort needed to bring a lessor into compliance with the lease 
requirements. We increase customer satisfaction. We make our lease 
management responsibilities easier to perform during the term of the lease. 

f. 	 Another consideration in allocating resources for technical support in delivering 
lease construction management is the suitability of the education and training of 
team members. In many cases, realty specialists by default become project 
managers even though they are not educated or trained in construction 
management, estimating, etc. The warrant requirements for a leasing 
contracting officer include business courses, not construction or trade training. 

g. 	 While some realty specialists hold the title of project manager, they more often 
do not have the technical expertise to ensure sufficient oversight of the lessor's 
construction activities. Most leases require some level of additional technical 
support during the TI construction phase that should be provided by someone 
with the pertinent training and skills. We will be working with Organizational 
Resources to conduct a workload assessment to determine resource and budget 
implications for future years' inventory changes. 

h. Many of the items in the audit are interrelated; however, certain templates 
represent discrete steps in the TI process. So that users can more easily identify 
which RSL addresses a particular subject and contains a particular template, the 

are being issued concurrently, and they address the following topics: 

RSL 2007-03 	 Tenant Improvement Schedule and Submittals Revisions in 
the Solicitation for Offers 

RSL 2007-04 	 Tenant Improvement Price Negotiation Memorandum, 
Notice to Proceed, and Supplemental Lease Agreement to 
Order Excess Tls 

RSL-2007-05 	 Tenant Improvement Work 
Authorization Tracker and Agency Concurrence for RWA 
Expenditure 

RSL 2007-06 	 Tenant Improvement Project Management Support 



DateIExpiration 

Instructions/Procedures. 

Date. This RSL and instructions are effective March 31,3. Effective 
2007, and will expire 12months from the date of issuance unless modified, 
cancelled, or reissued earlier. 

4. Cancellation. None 

5. Applicability. This RSL applies to all real property leasing activities. 

The criteria in this RSL must be considered in all new and 6. 
current lease projects for which a lease award has not yet been made by the 
contracting officer. See Attachment 1 for further instructions. 

Attachments 
Attachment 1 Criteria for Tenant Improvement Project Management Support 
Attachment 2 Project Classification Index 
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In broker contract acquisitions, the broker and its staff may provide post- 
award services in accordance with the contract. 

members; in other instances, the project manager might have that 
responsibility. 

4. 	 Forecasting Project Support: Managers may use this tool to identify 
upcoming projects that may require varying degrees of project support that 
would be obtained through in-house resources, indefinite delivery-indefinite 
quantity contracts or other contract vehicles. 

In addition to identifying projects and support needed, we will work with the 
Office of Organizational Resources and its workload model to establish 
parameters for the level of effort associated with various project sizes. 
Managers will be able to use this combination of information to substantiate 
budget requests to deliver the needed PM support. 
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